Sacristan Guidelines
Mary Immaculate Church

October 2009   
1. Be at Mass approximately 30 minutes before it is scheduled to begin

2. Before going up to the altar area, check the tabernacle for the number of ciboria and how full each is with consecrated hosts. There should be one ciborium in the tabernacle.

3. The tabernacle key is in the priests’ sacristy.
4. Ensure the “sacramentary” Mass book is on the table next to the Priest’s chair
5. In sacristy behind altar before Mass:

a. Fill large pitcher with wine up to the 2nd line from bottom for less populated Mass (7:30am & 5pm Sun.); fill to the highest line for larger Masses (5pm Sat., 10:30 am, & Noon Sun.) 
b. Put 1 large Host in the paten. Fill one of the cruets with wine. Take both of these to the offering table in the back of the church.

c. Noting the ciboria in the tabernacle, there should be one ciborium of consecrated hosts in the tabernacle. (This will be brought to the altar for back up distribution of Communion.)
d. Using the chart for approximate numbers, prepare four ciboria of unconsecrated hosts to be placed on the credence table behind the altar. Each wrapped stack is 100 Hosts.
6. For the credence table behind the altar:

a. 1 towel for drying hands
b. 1 water bowl with clean water for the priest & one for EMs
c. 7 purificators (4 for the vessels, one for the chalice and two extra)
d. [image: image1.bmp]4 vessels (cups) plus 1 large Chalice for the wine

e. 4 ciboria if needed (less if there is more than 1 in the tabernacle)
f. 1 cruet with water
g. 1 pitcher with wine









7. For the altar:

a. Check that there are 3 corporals on the altar.  If there are not, tell the priest as he will place them on the altar

b. If the candles are not lit five minutes before Mass, light them with the matches on the credence table (or there is a lighter in the back sacristy).
c. Make sure the Book of Gospels (book with crosses on front), the Lectionary and the brown lector’s folder are on the island in the ministry room for the lectors.
8. Check the EM and Altar Server schedule to make sure there are enough ministers and servers.  If not, help recruit for the Mass.

9. During and after Mass:

a.    If the precious blood is spilled, get the extra purificators, lay them over the spill, leave them until Mass is over so no one will step on it.  After absorbing as much as possible onto the purificators, dampen another one, and clean the floor. Then dry the floor with another clean purificator where the blood was spilled (during Communion – the EM cannot stop to do this while continuing to give out communion)
b. The priest, deacon or instituted acolyte is to purify all vessels. 
c. After Mass, make sure all vessels are washed and set up for the next Mass in the sacristy behind the altar.
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